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MEMORANDUM FOR : Deputy Director for Support 


SUBJECT 


Routing of Letters of Retirement end Letters of 
Condolence 



1 . This memorandum is for information only. 

2. For many years this Office has prepared letters of condolence to the 
next-of-kin of deceased Agency staff personnel and commendatory letters of 
retirement to retiring employees for sigeatnrs by the Director of Central 
Intelligence. These letters have been routed from the Office of the Director of 
Personnel to the Executive Director-Comptroller to the Director. Cases 
involving personnel in tee Support Services were first routed to the Deputy 
Director for Support. This serlisr routing proesdure sms changed in July 1965 
on instructions from the Executive Director-Comptroller that theee iettera 
need not be reviewed after they leeve the Office of Personnel. Since t h- n we 
fanv* arranged for direct routing of theee letters to the Director. 

3. Both letters of condolence and co mmen datory letters of retirement 
are routine In nature. 


a. In the case of the condolence letter, very rarely is there a 
variation from the previously approved end long-used text. A sample is 
attached at Tab A, In forwarding tea letter for signature, we always 
attach Form 901, Casualty /Emergency Report, which summarizes tee 
particular circumstances of death. This form also records concurrences 
obtained from tee Office of Security and, where appropriate, Central 
Cover Staff in tee preparation of the letter. 


b. In retirement cnees, we have a series of letters. From these, 
one is selected to fit the circumstances of the individual case. Semples 
of these letters ere attached at Tab B. These letters are also reviewed 
by the Office of Security and, where appropriate, Central Cover Staff 
and concurrences are indicated on the file copies, la addition, we have 
ILLEGIB followed the practice of attaching to the letter a short note summarising 
ILLEGIB **** circumstances of retirement. 


I i. EmadiMM £axth*ac -Hnnn fmm you, 

ox routing mm COMM mSBS gad commendatory 


have initiated the practice 
letters through you. 




> 00180018-7 




Approved Fo^le^e ^dOS/OS/^ ;^||a]-RDP84-0068||Io02001 8001 8-7 


5 AUG 1966 


MBMQBAISUM TOR: Bum ti 

SUBJECT Retlrane nt CctimoIm 


B*o and I have discussed this and think we ham a formula 
^ileh will mat th« Mad and yet be neither bardaason* nor 
Vtwmpteooa. KsseotUlly, It would provide for a tinely 
reminder in aaeh case to both tha Deputy Director concerned and 
ttw hand of tha Individual's earner aerrie*. As you know, wa 
art necessarily la touch on these eases anyway to provide tha 
Director a latter and the ratlranant certificate : and wa hope 
ahortly also— when earned— tha ratlranant medallion. Baa will 
prepara « namnrandim to Mr. Banmamwa fbr your signature 
describing our procedure, a a a nniundin i from you to tha Deputies 
and the Director s Staff (Rsecutiva Diractor-CcmptroUart) 
describing tha pr oc e d ase and saying a few words of philosophy, 
aad a draft of tha kind of reminder nemorandaa we will sand la 
each individual caaa. 

I think that wa neat acvoU sensing to dictate tha form of 
ceremony or oeeaalon’ as there Is always soma personal quality 
ia these things, and X nasi agree with tha feelings expressed la 
Bamncrmaa a manor an dm a to Mhlte that this natter he left to the 
COSgOMUtS. 


A/ & 
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MEMORANDUM FOR: Executive Director-Comptroller 
--EJECT : Retirement Ceremonies 


1 . Several weeks ago you asked me to give some thought to a sugges- 
- -n th-t me Agency have some kind of formal ceremony for retiring cm - 
...oyees in order to give proper recognition to this important milestone in 
u.eir liv-s and also to impress upon them our appreciation for their con- 
trEjutious and our interest in their activities after they leave us. In con- 
mduriu; this, I liave reviewed present practices through the Agency for 
.’.■.noring r tiring employees, and I have sought the views of the Director 
°* ?er ^onr.el and a number of representatives from other components. 

2. Under our present system, DD/P does have a formal ceremony 

*^ r each retiring employee. The ceremony is held in the office of the DD/P 
.r the r esponsibie Area Division or Staff Chief, depending on the individual 
-:ing --onored, and is attended by a small group of senior officials appro- 
bate to w.e occasion. It consists of presenting the employee with his re- 
certificate and other mementos, reading the Director's letter to 
Mm, find suitable remarks from those present. This system is monitored 
o/ the Clandestine Services Personnel Division to assure that an appropriate 
ceremony is arranged for every retiree, except the infrequent one who is 
simply not available for this purpose. 

o. in contrast, the other Directorates and the DCI's staff follow a 
-css formal approach to retirement ceremonies. Characteristically, their 
--tiring employees are honored at special luncheons or evening f unc tio ns 
outside me building, or at special affairs in the building, arranged by 
meix immediate Office or Career Service and attended by the employee's 
lamily and sizeable numbers of his CIA friends and work associated. At 
each ax.air an appropriate ceremony is held for the presentation of awards 
*md gifts to the retiree and for brief remarks from those in charge. While 
this system is not as tightly monitored as that of the DD/P, I am assured 
“ iaC no employee is overlooked and that a suitable affair is arranged in 
every case unless the employee prefers it otherwise. In the latter instance 
a small ceremony is held in the office of the responsible Career Service 
r.ead or a senior subordinate to present the retirement certificate and the 

director's letter and to evidence, appreciation for the individual's service 

to the Agency. 


■. n/v-vr' ~ ■ * ■ 
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4 . in both situations there is a strong desire, apparently, to preserve 
our present methods for honoring retirees. DD/P has considered in- 
cluding social affairs as a part of its system and on selected occasions 
has dene so. However, it feels that formal ceremonies best serve its 
needs . In addition to satisfying cover and security "Considerations,. *uch 
ceremonies assure equitable treatment for all employees- -especially 
those returning from long service overseas who have few close ties at 
headquarters. Other Directorates are equally convinced that theb: present 
practices are best. They believe that the spontaneity and fellowship im- 
plicit in retirement parties add a highly desirable touch to such occasions 
and arc quite meaningful to the retirees being honored, 

t , 

5 . hi time, both these methods will necessarily be influenced by the 
increasing numbers of employees who will be retiring. Ceremonies and 
parties for individual retirees will very probably give way to group af- 
f-irs-a trend already in evidence. Whatever the method, however, the 
important point, it seems to me, is to assure that every employee is to- 
cruded and receives appropriate recognition. £1 believe our present system 
r.v .ruvidcs this and I therefore favor its continuation, with the under- 
standing that the Director of Personnel and others will remain on top of 
the situation to see that no individual is lost sight of as heor she approaches 
this most significant point in his or her Agency service . 



/; 


* > * - - 


' } 
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MEMORANDUM FOR : Chief, Benefits and Services Division 


SUBJECT 


: Establishment of a Retirement Branch 


1. For some time 1 have been considering certain organizational 
changes and reallocation of responsibility in connection with the many as- 
pects of retirement under both the Civil Service and the CIA Retirement 
and Disability Systems. It has been quits clear that if we are to discharge 
well our responsibility for these substantive programs, some realignment 
of responsibility among the several Office of Personnel components 
involved is necessary, and this memorandum sets forth the first of the 
changes that will be made. 


2. Effective as soon as you can arrange an orderly transition but no 
later than 20 September 1965, a new branch, to»be identified me the 


Retirement Branch, is established in BSD. The Retirement Branch will be 


responsible for the following: 


A' 


a. Various aspects of retirement for employees oewered by the 
Civil Service Retirement Act, as are now handled in the Bsnefi|e and.' 
Counseling Branch; ml 


b. Preretirement pbsnidng and counseling for employees covered 
by the Civil Service Retirement Act* an new performed bjr the * 
Executive Secretary, Agency Retir ement Board (ARB); and 


c. Preretirement plowing and counseling lor em; 
by the CIA Retirement and Di sability System. 


covered 


1. Preretirement planning and counseling for employees covered by 
the CIA Retirement System is a new function for BSD, and it will bo 
necessary for you and the Chief, CIA Retirement Staff to d ev e lop implement- 
ing procedures. Further, and since we will be looking Co the Chief, 
Recruitment and Retiree Placement Division for all aspects of retires 
placement for employees coh e red by both retirement eye tome , it will be 
necessary for you and C/RRPD to work out procedures for the early 
identification and referral to BRFD of all prospective retirees who desire 
or require retiree placement as f is tones. * . > 




XI A 


4 . 1 am aeeoaadug 0*4*0 new Retirement Branch will be stalled by 
personnel no w working on ret irement matters la in Benefits and Counseling 
Branch and by currently the Executive Secretory, ARB. * 
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In view of his past experience on retirement matters, it is my hope th< 
lean serve as Chief of the new Retiremelnt Branch, in thi; 


capacity, he can’ not only continue in his present role as Executive Secreta r / 
ARB but should also b* able to 'develop the concept of preretirement 
planning and counseling for employees covered by the CIA system. Mtu, 
a supervisory responsibility for Civil Service retirement matters should 
give | | the opportunity to establish a closer and more effective 

relationship between his present duties as Executive Secretary, ARB and 
the actual processing of retirement matters. 


125X1 A 

Mi 


■vf. ■ 


n 


5. Unless you have views to the contrary, 1 will plan to diBcuss 
personally with 
Branch, BSD. 


his accepting the position of Chief, Retirement 



Emmett V. Echols 
Director of Personnel 


a 




; h,. 
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31 AUG 1S65 


MSiv'iOHAi'vD’JiVI FOR: DDP/OF 


SUBJECT: 


"’ipbEity of Contract Employees to Participate 
“ CIA Retirement System 


System 


on fee 0f!6 W »<*«•*« opinion 

,, percoorifli as "contract emo’oveeE" 

““** C ° ni?aC ‘ ^ento" to participate in the CIA Retirement S^tem 

are set Jrr-t^C V e '“ 0r ~ r’ / 4° r oil^ikiiity to participate in the System 

~ -^30 ^GC^L-emonta as ntirral^*-*/* ^ 


25X1 A 


regulation ' la that t he individual be sermon a" 

-cept for 

o- -ia-r ccntract", yHA uauaHv is fcm I y 
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4. The C/'CPD has supplied vs with information that indicates 
that almost 90% of contract personnel are employed in DDP and that 
roughly 35% of thin group have served for periods exceeding fivo years. 
As can he seen, there is a substantial segment of our contract porconnel 
group which is curving on a long-term basis. Consequently, you may 
wish to review the s ’tutus of individuals in this group with regard to the 
possibility of changing the "nature of their appointments.' 


5. Should you ha vo any further questions concerning thin matter, 


we would be glad to discuss thorn with you, 



Office of General Counsel 


OG C :HP3: bhb (25 August) 
D i c tr id i: 


Grig Ci 1 
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l»i ■ » nf (he Bureau ol tike Budget 
* aS necessary for administrative expense*. 

(3) In certain instance, project eervice, 
which followed a period of administrative $tar<- 
U e with no break in service or with a break of 
tlu-ee day» or leas, is creditable if both eenneea 
were in the name Sum and tiie project, aalary 
rate was glut) a month or more. In exceptional 
easra where, after exhauative search of ail 
available record*, the t'omraisaion is unable to 
determine whether the service ww admbiatra- 
tive »r project , it is presumed tliat the service 
is not creditable unless the claimant can tlimisb 
evidence t<> prove he was an administrative 
employee. 

(4) Service performed in and for a regular 
Federal establishment (including the District 
ot Columbia Government), even though paid 
from relief or project funds, i* creditable if 
the individual received a regular appointment 
as a Federal employee. 

( 5 ) Credit i* . allowed for aU service undor 
the National Youth Administration, with the 
exception of youth workers who were bene- 
fici arise under the program. 

h Service under other contributory retire- 
ment ayatema. Service under other contribu- 
tory retirement system* for Government 
employees (such a* members of the Foreign 
Service and Dietrict of Columbia polioemen 
and firemen) may be credited toward computa- 
tion of annuity only if the employee baa roceived 
a refund of any retirement deduction* under 
the other retirement ayatern and deposited the 
amount of the refund in the fund with iutereat 
from the date of refund to the date of deposit 
(excluding any period of aeparation from the 
service whirh began More October 1, IflW). 

i. Service ooverad brecclal»o*irity. . (I ) Fx- 
cept aa noted in paragraph (?) below, civilian 
service which, because of type of appointment, 
nWad the employee under the socinl aocurity 
Uws is credited if tba employee later become* 
subject to the act; thia it true ev on though the 
iiulividual may ho repeiving or i» entitled to 
receive social security benefit* 

( 2 ) One exception to this rule e*i*t*. 4ft 
■m p I fiY*" eocifl accuiitv COYCr-i 

aaderjlie Sasml Security .VmondmgthLflU^ 
may not receive retirement crwEt_JfiE_tha 

Under tbit 




statute, which is effective from ..huuury — k 
j 955 - social security coverage ia extended i< 
temporary and indefinite *i i iphiy it^jii,,. „tUu 
field Mawie# of the Punt Office In partuu m.' 
temporary and indefinite employees of the 
Federal Deposit Insurance Corporation, tem- 
porary artd indefinite employee* "f ft Kedcml 
J^arid Bank or a Bank for (\*>i*rati-es, tempo- 
rary oeneua-taking employees of the Cornu * 
Bureau, fwnlnvaa on a c ontract or fee bw-ttfc. 
peraon# receiving nominal compensation of * - 
n year or lee*, and patient-employee; m 1’ ■ 1 

hospital*. Accordingly, any such einph ;■ ■■ 

may never be given credit under the Kotin n :i'. 

Act for service rendered on or after .Innum} 

I9, r >5, in the capacity indie ated 

j. Vocational training perit la. \omti.eiu 
training periods are not creditable unless ’he 
trainee is a regularly appointed lod.rst 
employee- 

k. JapaneM-kmarican employee credit I 

Special retirement (and leave) credit is grunted 
by law to certain employees of Japan**-. 
t no— try Such employees ,nUsl lmvt ' 

aerving on July 1% 1852, in the. B«aul l‘>! 1 
3fcyioe or in the olaaaified civil service m 
pftsi^ iona subject to the Clarification A t -d 
J 949 , In m U j ft? 11 , at some time during 'ho 
IMiod December 7, 1941, to September d, 19 1>, 
by raaaon of U.S. policy or program or to 'uil-r 
the Armed Force*, they »uet have (a) boon 
njy yj— (join service, or (b) lost opportunity 
for or been denied probetional appoint ami., 
(nun a civil service regie ter, or (c) been denied 
reioetatement to a pfeitiou aa described 

(2) An employee m eeting these conditio- 
may receive eraditfor W toiatmuaeut peri .d , 
(b) the period far which fam of opportunity lor 
Or denial of appointment occurred, to the 
period reaulting from denial ol reinstatement 
or (d) the period regghing f^ " scparaumi 

from eervioc- * . 

(3) Earlier fagiaUtion had granted similar 
credit for pay purpoeea. Where arty <»'h 
period is fully documented*, itwhould be cute d 
on the employee’s Standard Form 2«l(p wi*ii 


1 Inctudlnf lubsUtuU rural «•****« 
part marten, Out Wat tomm agTllPBR •rtW"!*'* " bo 
mt mad* «*#Me far aodal aeeuritg «»*#»•" hy to* 
Soda) Beeuitty A toto fi — g fa lW °’ / 





